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THE PROBI..Elv1: 
This study was made to determine the type and amount of office and 
clerical training business educators and businessmen recommended for 
inclusion in the small high schools. The criticisms, opinions, and recom-
mendations which evolved from the study were used as a basis in justifying 
the development of the proposed one-semester and two-semester business 
practice courses. 
MEI'HODS AND PROCEDURES EMPLOYED: 
Material relating to the criticisms, and recommendations of office 
and clerical training in small high schools which were available in the 
library of the Division of Economics and Business and the Forsyth Library 
at Fort Hays Kansas State College was secured and examined. An opinion 
survey of business teachers in small high schools in Central and Western 
Kansas was conducted to determine their criticisms, opinions, and recom-
mendations of office and clerical training in small schools. A cost 
study was made of firms supplying service, sales, and maintenance to 
these schools in order to determine an estimate of the costs involved, 
either through owning or renting, in the proposed business practice 
courses. 
SUMMARY AND FINDINGS: 
The survey of related literature and opinion survey of business 
teachers in small high schools exemplified the need of revising advanced 
tYPing to include instructions in office procedures and techniques. The 
cost study indicated that there would not be a significant amount of 
difference, either through owning or renting the machines, in the pro-
posed business practice courses. 
It is recommended that the proposed business practice courses 
which are discussed in Chapters IV and V of this study be utilized in 
small high schools. In addition, it is recommended that the small high 
school own a 10-key adding machine, a rotary calculator, a printing 
calculator, a spirit duplicator, a bookkeeping-posting machine, and a 
voice writing machine. 
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CHAPI'ER I 
INTRODUCTION 
What type and amount of office preparation should the small high 
school include in its business curriculum? This question has received 
a significant amount of attention since World War II. 
Business educators and businessmen are among those who are 
primarily concerned with the kind of office preparation the small school 
is providing for the students. This interest stems from the shortage of 
qualified office personnel who are needed in the modern office, from the 
cost involved in preparing these students for office positions, and from 
the mobility of rural students to urban centers. 
The greater emphasis currently being placed on clerical and office 
preparation in the business curriculum of secondary schools is most 
meaningful to businessmen and business educators since it is estimated 
that the demand for clerical workers will increase at an astonishing 
figure. Douglas indicates that between the years of 1940 and 1954, 
1 clerical workers in business increased sixty-four per cent. The 1959 
issue of the American Business F.ducation Yearbook reported that the 
number of specialized and general office workers was expected to increase 
to a point where by 1960, a total of 1,750,000 would be in office posi-
tions as compared to the 1950 figure of 1,530,000--or what amounted to a 
1110yd V. Douglas, James J. Blanford, and Ruth A. Anderson, 
Teaching Business Subjects (Englewood Cliffs, New Jersey: Prentice-Hall, 
Inc., 1958), p. 266. 
) 
2 
fifteen per cent increase.2 According to the National Office Management 
Association 11 • employment of office machine operators will continue 
to double if trends continue. This will bring the number to approxi-
mately 600,000 by 1970 and well over the one million mark by 1980. 113 
The small high school business students who plan to engage in 
office and clerical work after graduation from high school must be able 
to perform duties efficiently which are assigned to beginning workers. 
As office workers, they need to possess the ability to check and evaluate 
their own work, to solve business problems thrcugh t he use of office 
machines, and to maintain and improve t heir skills in typewriting, office 
machine operations, transcription, grammar, and computations. The 
resulting problem is to determine how the small high schools can most 
effectively prepare their business students to meet the responsibilities 
and obligations which are expected of them. 
I. THE PROBLEM 
Statement of the problem. The problem of this study is concerned 
with the question, "What kind and amount of office and clerical training 
should the small high schools include in their business curriculums in 
order to prepare the business students for tomorrow?" In resolving this 
matter, the following questions were considered: 
2Harry Huffman (ed.), The Clerical Program in Business Education, 
The .American Business Education Yearbook, Vol. XVI (Somerville, New 
Jersey: Somerset Press, 1952), p. 18. 
3Ibid., p. 20. 
1. What evaluations and recommendations do business educators 
make relative to the extent of office and clerical training being pro-
vided in the small high schools? 
2. What criticisms and recommendations have businessmen made 
concerning the type of office and clerical training being provided in 
many of the small high schools? 
3. What recommendations and changes can be made in the small 
high school business curriculum which would help fulfill the needs of 
the students who intend to engage in office work immediately after 
graduation? 
3 
4. What would be the costs involved in providing the var ious 
office machines, either through renting or owning, that are essential to 
making the desirable training available to these students? 
II. PURPOSE OF THE srUDY 
Several business education curriculum studies centered about the 
small high school have been conducted in the past two decades. In very 
few instances has any attention been given in these studies to the com-
bining of the courses office machines and clerical practices. These 
studies were concerned with combining other courses in the small high 
school business curriculum. Furthermore, these studies did not include 
a comparison of the costs involved in the renting or owning of machines 
for office training purposes. 
It is believed that by removing the limitations set forth above, 
this study could serve as a guide for curriculum designers, business 
teachers, and school principals who desire to strengthen their office 
and clerical training programs. 
III. DELIMIT AT IONS 
4 
There are thousands of small high schools in the United states 
and it would be physically impossible and financially impractical to 
attempt to use the questionnaire and personal interview approach with 
each of these schools or with a "random" sampling of them. However, a 
survey of the literature in the area of business training in the small 
high schools indicates that the problems facing the small schools in one 
area of the country are basically the same as those problems facing 
small high schools in other sections of the country. For these reasons 
the following limitations were established: 
1. The questionnaire and personal interview phase of this study 
was limited to twenty-five small secondary schools in Central and 
Western Kansas. 
2. The data included in the cost study of renting and owning 
machines for training purposes was limited to eleven companies which 
provide sales, rental, and maintenance services to the schools in Central 
and Western Kansas. 
3. The study of related literature was confined to the books, 
periodicals, and monographs available in the library of the Division of 
Economics and Business of Fort Hays Kansas State College and in the 
Forsyth Library of the College. 
IV. DEFINITIONS OF TERMS USED 
The following definitions are presented to facilitate an under-
standing of the study: 
&!all high school. Throughout the study, the term II small high 
school" is referred to as one which has fewer than two hundred-fifty 
students in grades nine through twelve, and one which employs not more 
than two full-time business teachers. 
5 
Business practice course. The business practice course is 
defined as a course consisting of filing, machine instructions, business 
composition, income tax record keeping, and advanced typing. This course 
is designed to provide flexibility in meeting the needs of both the low-
ability and high-ability students. It is also intended t hat it be used 
as a terminal business course in the small high school. 
Voice writing. The term "voice writing" is used to refer to the 
development of marketable skills in transcribing business communications 
from vocal recordings made on plastic, wax, tape, and magnetic wi re. 
Rotation approach. The rotation approach of instructions is a 
plan which provides for individual instructi ons to a group of students 
operating different office machines within the class. This plan requires 
the class to be divided into groups. Each group is assigned to a dif-
ferent machine or group of machines. After a reasonable amount of time 
and practice, each group is rotated to a different machine or group of 
machines. Before the course is completed, each pupil should have had 
some time at each machine. 
Battery approach. The term "battery approach" is defined as a 
method of instructions in which the teacher instructs the entire class 
6 
on the same material or equipment at one time. This approach of instruc-
tions is recommended in this proposed course for use in the teaching of 
income tax for record keeping , business compositions, and duplication. 
V. PROCEDURES 
In order to eliminate the possibility of duplicating previous 
research on the topic, clerical and office training in the small high 
school, two education indexes, Business :Education Index and :Education 
Index, were consulted and reviewed. In addition, issues of the National 
Business :Education Quarterly which contai n abstracts of resear ch projects 
completed during the preceding year were consulted. 
The preliminary study of the Business Index, the Education Index, 
and the National Business F.ducation Quarterly revealed that several 
studies had been conducted in the area of the sma 1 high school business 
curriculum. These studies, however, contained deliminations which indi-
cated that t his study would involve little if any duplication of previous 
studies. 
The justifications for the proposed business practice course were 
dependent upon opinions of authorities in business educat i on and business-
men; therefore, it was imperative that extensive research should be 
devoted to the study of related literature. The procedures used in 
securing the literature to be surveyed for this study are shown below: 
7 
1. The preliminary investigation of the Business Education Index, 
the Education Index, and the National Business Education Quarterly, 
showed several general subject headings under which it was believed 
articles containing information relating to criticisms and recommenda-
tions of business education in the small high school might be found. 
Some of the topic areas suggested by these publications were business 
curriculum, business education, business education in the small high 
school, clerical training, office training, filing, and transcription. 
2. A tentative periodical bibliography was compiled from the 
above mentioned indexes and from periodicals previously reviewed. All 
available published materials which seemed to refer directly or indirectly 
to the evaluations and recommendations of office and clerical training 
in the small high school were surveyed. 
3. Both 8 x 5 index cards and evaluation forms were used for 
quoting and summarizing information contained in pertinent articles. 
4. Books, pamphlets, and monographs rel~ting to this study were 
obtained from the library of the Division of Economics and Business and 
from the Forsyth Library of Fort Hays Kansas State College. 
The justifications for this study were also dependent in large 
part upon the opinions and recommendations of teachers in small high 
schools. It was deemed necessary to conduct original research in this 
area. The following procedures were used in obtaining the evaluations, 
criticisms, and recommendations of regional business teachers: 
1. The first step was to develop a questionnaire which would 
reveal pertinent information for the study. One of the more important 
questions included was, "Do you think second year typewriting should be 
revised to include some work in filing, voice writing, office machines, 
business composition, record keeping for income taxes, and some of the 
desired features of advanced typewriting?" Other questions related to 
areas of training to be included, and the number of weeks the teachers 
recommended to be devoted to each training area (See Appendix A). 
8 
2. After the questionnaire was completed, it was necessary to 
determine which teachers and schools should be included in the question-
naire survey. The teachers and schools selected for the study are shown 
in Appendix B. 
3. The questionnaire was designed in such a way as to require 
the teachers to spend considerable time and thought in presenting their 
views. Therefore, each questionnaire was mailed with a covering letter 
requesting a personal interview {See Appendix C). 
4. F.ach participating school was visited and the business 
teachers were personally interviewed by the writer . 
5. An effort was made to follow a uniform procedure in interview-
ing these teachers so that there would be uniformity in their answers. 
The answers supplied by these teachers were recorded on a separate report 
and are summarized in Chapter III. 
CH.API'ER II 
RELATED LITERATURE 
The literature reviewed has been separated into two areas to 
facilitate the study. The first area pertains to criticisms and evalu-
ations of current business education programs in the secondary school. 
The second area relates to recommendations for extension and improvement 
of office and clerical training in the small high school. 
BUSINESSMEN AND BUSINESS EDUC1TORS CRITICISMS 
OF BUSINESS PREPARATION 
The small high schools have received many severe criticisms 
relative to the extent and quality of business training being provided 
high school students. Nichols writes that recent surveys along this 
line show that many business educators and businessmen feel that it is 
the responsibility of the high school to provide the student with 
adequate training in office preparation.1 
In presenting his views of the present offering in our high 
schools, Blackstone states, "The courses our high schools are now 
offering are not adequate to meet the growing need for office workers. 112 
lFrederick G. Nichols, "Criticism, Comment, and Challenge," The 
Journal of Business F.ducation, XXIV (June, 1949), 9. 
2Bruce I. Blackstone, 11 F.ducation for Office Occupations," The 
Balance Sheet, XXXX:II (February, 1961), 244. 
10 
Wilsing criticised the current offerings of business education 
when he indicated that the types of training being provided by the public 
high school are inadequate, that the number of qualified graduates being 
produced is insufficient, and that nearly all the present business gradu-
t k · ff" t· J a es are wea in o ice prepara ion. 
Walker concurs with Wilsing by stating, "Many of our small high 
schools are failing to prepare their students for the business world in 
which they liveo 114 
The emphasis placed on the production of scientists and mathema-
ticians since Sputnik has had an unfortunate effect on the business 
curriculum in both the larger and smaller high schools. During this 
same period there have been many technological changes and a great amount 
of automation in American industry with a consequential demand for in-
creased numbers of capable white-collar workers. Thus, the preparation 
of more and better qualified office workers is imperative. 
Eyster, in disclosing his attitude on the Peed for clerical 
workers, argues that: 
As business activity grows and industry expands to meet the 
needs of the growing population and a higher level of living, the 
need for greater numbers of youth prepared for business and industry 
Jweston C. Wilsing, Does Business &lucation in High School Meet 
the Needs of Business? (Monograph 99: Cincinnati: South-Western Pub-
lishing Company, 1960), pp. 4-8. 
41ucille Walker, "Business &iucation in the Sarnll High School," 
The Ball State Commerce Journal, XVII (November, 1945), 11. 
through vocational and practical arts subjects will be just as 
great as the increasing need for scientists and mathematicians.5 
11 
The following exerpt from an editorial in the Business Education 
m1g entitled, "The Clerical Shortage," strongly supports Eyster 1 s 
argument: "Office workers, no less than scientists and engineers, are 
products of our schools. By producing better office personnel, schools 
can help to offset the crisis brought on by the cler ical shortage. 11 6 
On the basis of a survey conducted in New Jersey, Nichols indi-
cates that many schools do not provide the students with adequate and 
effective vocational preparation. In addition, t he majority of schools 
studied did not possess adequate equipment to train the students pro-
perly.7 
Selden, in his article, "Problems in a New Decade," is in agree-
ment with the results of the survey made in New Jersey. He writes: 
In comparing the equipment used in office practice and t ype-
writing classes with that in business offices, we find t hat it is 
often inadequate, sometimes obsolete. Office practice classrooms 
usually do not have enough transcribing and/or other machi nes •••• 
It is increasingly important that we have up-to-date office machines 
and typewriters if we are to prepare studen~s aaequately for work in 
the automated office of today and tomorrow. 
The articles and surveys cited in this portion of the chapter, 
along with numerous additional corroborating articles found in the 
5Elvin S. Eyster, "Increasing Emphasis on General Education; Less 
Opportunity for Practical Arts and Vocation F.ducation, 11 Journal of Busi-
Education, XXXIII (December, 1957), 3. 
6"The Clerical Shortage," Business F.ducation World, XXXVII 
(November, 1956), 2. 
?Nichols, loc. cit. 
8William Selden, "Problems in a New Decade," Business F.ducation 
World, xxm (September, 1960), 21. 
I 
12 
literature reviewed, show that both business educators and businessmen 
agree that certain phases of business education programs being offered 
in our secondary schools are not meeting the requirements for business 
preparation. 
BUSINESSMEN AND BUSINESS EDUCATORS RECOMMENDATIONS 
FOR IMPROVEMENT IN OFFICE AND CLERICAL TRAINING 
A survey of current literature reveals that for several decades 
there has been a serious controversy in regard to the responsibility of 
the small high school to train qualified business students . In view of 
the limited business education curriculum offered by the small secondary 
school, it has been questioned whether it is feasible and economically 
practical to attempt extensive business training in the small high school. 
Many teachers and businessmen have taken the position that the 
small high school can and should produce qualified business students. 
Kilbourn, who formerly taught in a small school, presents her views which 
support the positive position of this controversy. She writes: 
Don't underestimate the ability of a small high school to produce 
well-trained business students. The opportunities to supplement a 
limited business education curriculum are there. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
By eliminating from the typewriting program every minute that was not 
used strictly in purposeful skill building, I could build a type-
writing speed of sixty words a minute in three semesters. That 
released the fourth srester for a class in office machines, combined 
with office practice. 
~ian Kilbourn, "The &!all High School Can Give Effective Office 
Training," Business Education World, XXX (April, 1950), 380. 
13 
Surveys indicate that most of the business educators tend to 
agree that the second-year typing course should be eliminated from the 
small high school curriculum. They maintain that a course in clerical 
work and office machines would be much more beneficial for the student. 
In his article, "Let's Take Another Look at the &!all High 
School," &iith reports that the idea is widely accepted by business 
teachers that training in office machines and office practice should be 
substituted for the second-year typewriting course in the small schools. 
He states: 
It is very interesting to read that "It is being more and more 
frequently accepted that t ypewriting should be a one-year course 
for fundamentals with further skills being developed in office 
practice or transcription classes. 1110 
Snith further indicates that it would be impractical to offer office 
practice and transcription as separate courses. He suggests that these 
11 
two courses be combined. 
Kennedy points out the benefits of an office practice course in 
his article, "Business Teacher Problems in the &!all High School." He 
indicates that the conversion of the second-year typing class into an 
office practice class would prove more beneficial to both student and 
teacher. It is suggested that the course include duplicating, letter 
writing, typing and office machines.12 
10watkins C. ~i th, "Let I s Take Another Look at the &!all High 
School," The Journal of Business F.ducation, XXV (September, 1949), D. 
llibid. 
12calvin Kennedy, "Business Teacher Problems in the &!all High 
School," The Balance Sheet, XXXIX (May, 1958), 396. 
14 
Higgenbotham is among those educators who have expressed the 
opinion that in many cases the second-year typewriting course may have 
a negative effect upon students. He writes: "We have finally decided 
that t he old adage 'If one dose i s good, two are better' does not apply 
to skill subjects; like strychnine, the second dose mi ght be twi ce as 
effective but also twice as deadly. 11 1.3 
There is a marked difference of opinion as to t he degree of skill 
achievement that the business student i n the small high school should be 
expected to attain. A ma jority of the writers reviewed have taken t he 
position that the small school should strive for the achievement of skill 
on the acquaintanceship level in both office procedures and in the oper-
ation of office machines. Hanna supports the viewpoint that there should 
be an acquaintanceship level of skill with t he following statement: 
The primary objective of business machine instructions in most 
secondary schools at t he present time should be to provide only an 
acquaintanceship knowledge of the various forms and procedures 
involving the use of several machines, as opposed to providing only 
a definite vocational skill on one or more ma0hines commonly used 
in the office.14 
Hanna's views are supported by other leading business educators: 
••• it is not the function of the school to provide a hi ghly 
specialized type of training ••• since the individual does not 
know what machines he will operate, it would be better to have a 
knowledge of several of the more common machines found in t he local 
131ouis Higgenbotham, "Curriculum Revision in Business F.ducation 
at the Secondary Level," The National Business F.ducation Quarterly:, 
XXVIII (May, 1960), 20. 
14J. M. Hanna, "Trends of Thought in Business F.ducation, 11 The 
Business :Education World, XII (March, 1941), 579. 
business establishments than to have a high degree of skill in 
operating only one machine.15 
15 
Hayden writes that seventy-six per cent of the business educators 
surveyed felt that the primary objective of business machines should be 
to provide an acquaintanceship with several types of office machi nes and 
a reasonable skill in the operation of each of t hem. 16 
The acceptance of t he widely held point of view that small high 
schools should be held accountable for acquaintanceship level of training 
in office preparation raises the question: What type of training should 
be included in an office machine and clerical practice course? 
Philotoff maintains that the small school should provide the 
students with a general knowledge of several vocational subjects. She 
said: 
The aim of business education ••• in a small rural school must 
differ from that of a city school to some degree. Instead of 
requiring a comprehensive study of any one business skill, the 
small-school students needs a wide background lmowledge--a modifi-
cation of a strictly vocational curriculum. The aims of business 
education must be altered to meet the needs of students in these 
various localities.17 
Hayden indicates that through a check-sheet type of questionnaire, 
business teachers were asked whether an office practice course should be 
a machine course, primarily a course in office information, or should it 
15Carlos K. Hayden, Major Issues In Business &iucation (Monograph 
75; Cincinnati: South-Western Publishing Company, 1951), p. 66. 
16Ibid., p. 67. 
17Mrs. Lila Philotoff, "More Basic Business For Rural Schools," 
The Balance Sheet, XXXIX (January, 1958), 202. 
16 
be more broadly conceived to include not only machine training but also 
development of skills in office functions and procedures. It was found 
that ninty per cent of the business educators favored a course that was 
broadly conceived to include not only machine instructions but also a 
study of business functions and practices. Hayden further indicates 
the check-sheet revealed that it is not sufficient to determine merely 
the general nature of the clerical practice course, but it is also 
necessary to determine which areas of business information, which office 
procedures, and which office machines should be included in the instruc-
tional program.18 
A recent survey was made by the Cincinnati Office Practice 
Teachers to determine the types of machine instruction businessmen 
desired. Table I illustrates in percentages the types of machine 
instructions recommended. The unanimity of the recognition of the impor-
tance of typewriters, both manual and electric; ten-key adding machines; 
and calculators, both key driven and rotary; leav~s little doubt as to 
which machines should be included in the business training programs of 
secondary schools. 
Johnston asserts that training should be offered at the high 
school level in the basic techniques of operation of rotary calculator, 
the ten-key, the full-keyboard, and the adding-listing machines . He 
18Hayden, .2!2• cit., pp. 67-68. 
17 
TABLE I 
TYPES OF MACHINE INSI'RUCTIONS RECOMMENDED BY BUSINESStliEN* 
Type of Machine Instructions Instructions 
Recommended Not Recommended 
Typewriter--Manual 96% 4% 
Typewriter--Electric 96% 4% 
Ten Key Adding Listing Machine 89% 11% 
Transcribing Machine 87% 13% 
Duplicators (Fluid, stencil, Offset) 7<:fl 21% 
Bookkeeping Machine 6<:fl 31% 
Rotary Calculator 64% 36% 
Key-Driven Calculator 60% 40% 
Full Key-Board Adding-Listing Machine 5CJI, 41% 
*John Roman, 11 Office Machine Survey, 11 The Balance Sheet, XXXXIII 
(November, 1961), 123. 
18 
recommends that the training on duplicators, special typewriters, and 
bookkeeping machines be integrated with the machines mentioned above.19 
This statement from an analogous article by Place, affirms the 
proposal made by Johnston: 
Office training pupils must learn about t he office machines. 
They are a part of every office scene ••• Studies show t hat a 
calculating machine of some type or other is used almost as much 
as a typewriter. Many office "clerical" jobs also require a know-
ledge of duplicating processes, and stenographers are likely to use 
voice-writing equipment. 20 
Barbour lends support to the relative importance of the inclusion 
of training in transcribing equipment with t his statement: 
With the increasing importance of dictating and transcribing 
machines in the office, business education curriculums will need 
to include skill building on transcri bing machi nes ••• Since 
transcribing machine operation is purely a skill and will be used 
immediately upon graduation from high school, and also because 
certain prerequisite skills will be needed in order to build the 
desired skill, the senior year is the lo~ical place in the curri-
culum for the transcribing mac hine unit. 1 
Rock, in his article, "Formula for an Effective Secretarial-
Practice Program," draws these concl usions which c ncur with Barbour 
and Place: 
We have found that employers do recognize the student 1 s skills 
in stenography, voice-writing, stencil cutting, and so on, as 
19chester Johnston, "We Must Increase Proficiency on Calculating 
Machines," Business :Education World, XXXXI (December, 1960), 12. 
20Irene Place, "Evaluation of t he Office Practice Program," 
The National Business :Education Quarterly, XXII (April, 1953), 34. 
21F.a.na H. Barbour, "Skill Building on Transcribing Machines," 
The Balance Sheet, XXXXII (April, 1961), 348. 
19 
evidenced by the fact that they inqu~2e about these skills and desire them in the beginning worker. 
Galloway emphasized the importance of filing and other related 
skills in the preparation of office workers. She discusses how related 
skills were intergrated into the typing program. 
Filing is one of the most important functions of business and 
government ••• In the three weeks each student spends on filing, 
he learns indexing and filing rules and how to apply them to filing 
and indexing cards for a card file and also to apply the rules to 
filing miniature business letters. After the small miniature 
business letters are indexed and coded, cross reference slips are 
prepared for some and they are then sorted and filed in folders 
behind the correct guide~j Information is also given on various 
types of business files. 
The literature reviewed pertaining to the recommendations made 
by businessmen and business educators reveals that the second-year type-
writing course should be eliminated from the small high school's business 
curriculum. A majority of these critics indicate that the small-school 
student should receive training in several vocational areas prior to 
initial employment. The training areas emphasized are office machines, 
filing, typewriting, office procedures, busi ness English and transcrip-
tion. 
22Earl F. Rock, "Formula For an Effective Secretarial-Practice 
Program," Business F.ducation World, XXX (February, 1950), 270. 
23Mrs. John Galloway, "Teach Office Practice with Typing," The 
Balance Sheet, XXXIX (November, 1957), 109. 
CHAPI'ER III 
VIEWS OF BUSINESS TEACHERS IN THE SMALL HIGH SCHOOL 
The survey of literature reported in Chapter II firmly establishes 
the need for curriculum revision in specific areas of business education. 
In order to determine the recommendations that teachers in small high 
schools might make with regard to needed curriculum revision, it was 
determined that an opinion survey should be conducted. 
A questionnaire was devised t hat would determine the opinions, 
criticisms, and recommendations of teachers actively engaged in teaching 
business subjects in small high schools. In order to assure uniformity 
of replies to the questionnaire, personal interviews were arranged with 
participating teachers. Copies of the questionnaire were mailed to 
twenty-five business teachers in Central and Western Kansas prior to the 
interviews so that these teachers would have an opportunity to t hink 
through the answers to the questions submitted. Special care was exerted 
to conduct t he interviews in a uniform manner. 
The business courses which are offered in the cooperating schools 
are presented in Table II. The five courses which received greatest 
emphasis were: shorthand I, typewriting I, bookkeeping, of fice and 
clerical training, and typewriting II. In several of these schools 
business law, office practice, general business, economics, and shorthand 
II are offered in alternate years. 
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TABLE II 
COURSES OFFERED IN THE SCHOOLS SURVEYED 
a 
Number of Schools Percentages of Schools 
Name of Course Offering Course Offering Course 
Typewriting I 25 100 
Bookkeeping 22 88 
Shorthand I 18 72 
Typewriting II 11 44 
Office Practice 8 32 
Business Law 8 32 
Economics 6 24 
General Business 6 24 
Shorthand II 4 16 
Secretarial Training 4 16 
Business Arithmetic 3 12 
Clerical Practice 2 08 
Business English 2 08 
Business Practice 1 04 
22 
The connotations of the terms office practice, business practice, 
secretarial training, and clerical practice often overlap. One of the 
principal objectives of this study is to develop a single course which 
will embody the more essential areas of training usually attributed to 
the courses just mentioned. Table II reveals that sixty per cent of the 
schools included in the study offer training in one or more of the areas 
incorporated in the proposed course. 
All but one of the teachers interviewed favored revision of 
second-year typewriting to include filing, voice writing, of fice 
machines, business composition, record keeping for income taxes, while 
retaining some of the most essential features of t he typical advanced 
typing course. 
Eight of these teachers indicated, however, that t hey felt 
instructions in record keeping for income tax purposes should be in 
conjunction with the bookkeeping course as t he two topics are so closely 
related. Five of these teachers reported that they were currently 
including income tax record keeping with their bookkeeping instructions. 
Table III summarizes the training areas that these teachers 
recommend for inclusion in a two-semester business practice course. It 
further shows the number of weeks of training recommended for each 
training area. The areas of training approved by a majority of t he 
teachers and the most representative number of weeks to be devoted to 
each area are: filing, 5 weeks; voice writing, 4 weeks; office machines, 
10 weeks; business composition, 5 weeks; income tax record keeping> 2 
weeks; and features of advanced typewriting, 10 weeks. 
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TABLE III 
TRAINING AREAS RF.COMMENDED FOR A TWO-SEMESTER BUSINESS PRACTICE COURSE 
Training Areas Recommended training Weeks in a Two-Semester 
Course 
1 2 J 4 5 6 7 8 9 10 11 12 
Filing 3 5 3 10 1 1 1 
Voice Writing 1 2 3 9 4 
Office Machines 1 2 1 1 2 2 1 8 3 3 
Business Composition 1 4 2 9 1 2 1 
Record keeping for In-
come Taxes 2 7 4 2 1 1 
*Features of Advanced 
Typing 1 1 1 7 1 3 
*Ten of the business teachers recommended that advanced typing 
should be offered between thirteen and twenty-six weeks. 
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The questionnaire was designed to list each of the several possi-
ble training areas separately in order to enable the teachers to indicate 
somewhat definitely the nwnber of weeks of t raining which should be 
devoted to each area. Each of the major areas was broken down into its 
separate parts to facilitate answering the questions. In Table IV the 
major area of filing is sub-divided into four most frequently encountered 
methods of filing - subject, alphabetic, nwneric, and geographic. Sub-
ject and alphabetic filing were rated about equal in i mportance by these 
teachers and instruction time of approximately one and one-half weeks 
each was favored. 
All of the teachers who responded to the section of the question-
naire pertaining to office machines favored inclusion of t raining on 
several types of office machines. Five of the teachers interviewed 
stated that since they were not trained in the operation of office 
TABLE IV 
TRAINING AREAS IN FILING DESIRED BY BUSINESS TEACHERS SURVEYED 
Training Area Training Weeks Recommended for a Two-
Semester Course 
1 2 5 6 
Subject. . . . . . . 10 7 2 2 1 
Alphabetical. . . . . . . . 7 7 6 2 
Geographical . . . . 17 2 3 
Numerical. . . . . . . . . . 15 2 1 
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machines themselves, they felt that they were not qualified to answer 
the questions asked. Everyone of the twenty-five teachers interviewed 
indicated that school funds were too limited to finance the purchase or 
rental of adequate machines for instructional purposes. Not one of them 
felt that t he i mportant and pressing needs of the students for machine 
training were being met. The various machines recommended and the 
appropriate number of weeks of instructions on each machine is set forth 
in Table V. 
The rotation approach to the presentation of machine instruction 
was favored by twenty-four of the twenty-five participating teachers. 
Seventeen of these teachers preferred to rent machines for instructional 
purposes rather than to own them. The general consensus was that service 
rendered rented machines was more efficient and more prompt than service 
on owned machines, and also, there was agreement that in the long run 
it would be as cheap, or cheaper, to rent as to own machines. 
The teachers involved in this study expr~ssed a great deal of 
interest in the proposal to include aspects of business composition in 
the proposed course. The aspects recommended for inclusion as shown in 
Table VI, page 27 were sales letters, collection letters, personal data 
and letters of application, adjustment letters, inter-office memorandums, 
letters of recommendation, thank you letters, and the writing of replies 
to routine incoming correspondence. Several teachers favored allotting 
a week of instruction to the personal data sheets and a week of instruc-
tions to letters of application. It was the consensus of these teachers 
that class size, needs of local businesses, and abilities of students 
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TABLE V 
TYPES OF OFFICE MACHINES DESIRED BY BUSINESS TEACHERS SURVEYED 
Machine 
1 
10-Key Adding. . . . . 8 10 1 1 
Rotary Calculator 7 2 1 
Printing Calculator . . . . 8 3 
Bookkeeping Posting. . . . . . . 5 2 1 1 
Punch Key Calculator. . . . . . . . 6 
Transcription Machine . . . . . . . 7 8 
Full Key-Board Adding . . . . . 4 1 
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TABLE VI 
TRAINING AREAS RECOMMENDED TO BE INCLUDED IN BUSINESS COMPOSITION 
Training Area 
Sales Letter. • 
Personal Data. 
Goodwill Letters ••• 
Collection Letters •• 
Adjustment Letters. 
Letter of Application. 
Business Report Writing •• 
Inter-Office Memorandums ••• 
Answering Incoming Letters •• 
Thank You and Recommendations. 
Training Weeks Recommended 























1 1 1 
1 
should influence the amount of time and consideration that should be 
given to each aspect of business composition incorporated in the pro-
posed course. 
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A majority of the cooperating teachers favored inclusion of 
record keeping for income tax purposes in the revised course. These 
teachers suggested that the nature of the record keeping to be included 
would depend in large measure on the number of enrollees, the desires of 
the individual students, and the location of the school. If the school 
is located in a farming region, and most small schools are agricultural-
ly oriented, then the instructions in record keeping for farm income tax 
returns should be emphasized. 
Tabulation, legal forms, invoices, duplication, business letters, 
business forms, and speed and accuracy drills were the second-year typing 
training areas that the participating teachers recommended be retained 
in a revised course. The number of weeks of training that these teachers 
suggested for each of these retained skills is set forth in Table VII. 
The practical aspects of teaching the operation of duplicating 
machines the first two weeks of the semester were emphasized by the 
business teachers. The students who received their training early in 
duplication were able to apply their skills in duplicating school news-
papers, preparing classroom materials for teachers, preparing various 
types of materials for the school administration, and in helping civic 




TRAINING AREAS RECOMMENDED FOR ADVANCED TYPING 
Training Area Number of Training Weeks Recommended 
1 2 2 14: 5 6 7 8 2 10 11 12 
Invoices. . . . . . 3 7 3 4 6 1 - - -
Tabulation. . 5 4 5 6 2 1 - - -
Legal Forms . . . . 8 3 5 2 1 - - -
Duplication . . 4 10 3 5 1 - - - -
Business Forms. . . . . . 3 1 - - - - - -
Business Letters. . . . . . 1 2 5 1 1 
Speed and Accuracy Drills . 4 1 2 - - -
CHAPI'ER IV 
A PROPOSED ONE-SEMEsrER BUSINESS PRACT ICE COURSE 
The study of related literature and the opinion survey of busi-
ness teachers in the small high schools verified the need for offering 
more extensive office and clerical training in the small high schools. 
Chapter IV is concerned with a proposed one-semester business practice 
course which is designed to alleviate t he problem of producing better 
qualified office workers in the small high schools. 
The determination of which courses, if any, of the limited 
curriculum characteristic of the small high school should be eliminated 
or modified constitutes one of the major problems confronting school 
administrators in their efforts to enlarge the offerings in office and 
clerical training. Also, there is the problem of estimating the amount 
of funds necessary to provide equipment and service costs of this type 
of training, and the reallocation of the school budget in order to make 
these funds available. 
The opinion survey summarized in Chapter III revealed t hat 
ninety-six per cent of the business teachers were in favor of offering 
more extensive office and clerical training. It was t he consensus of 
these teachers that advanced typing, where offered, would be t he most 
logical course to modify to make room for the expansion of office and 
clerical training. Most of the business teachers whose writings were 
included in the survey of literature agreed that t he advanced typewriting 
course was the course that should most logically be modified to permit 
the placing of greater emphasis on office and clerical training. 
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The business practice training course is terminal in nature and 
therefore should be offered nearest to the time of entry of the student 
into the field of business employment. The one-semester course should 
be offered during the last half of the twelfth year and the two-semester 
course should be offered throughout the twelfth year. 
The equivalent of one week of an eighteen week semester should 
be allowed for organizing the different training areas and for the 
giving of individual instructions. These reserve instructions periods 
will enable the teacher to meet more effectively the demands for indi-
vidual instructions by both t he low-ability and high-ability students. 
The development of operation skill on the spirit duplicator should 
be the training area covered f irst in both the one-semester and two-
semester business practice courses. stu ents can then put their skills 
to practical use immediately through the duplication of school newspaper, 
administrative materials, classroom material, and materials for religious 
and civic organizations in the community. Instruction on t his machine 
can be most effectively and economically presented through the use of the 
battery instruction method. 
In addition to the operation of the spirit duplicator, the pro-
posed one-semester business practice course is designed to encompass 
instruction in four types of filing, instruction and practice in the 
operation of rotary calculators, bookkeeping-posting machines, printing 
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calculators, 10-key adding machines, and voice writing equipment. The 
recommended training weeks for each of these areas are shown in Table VIII. 
The principal objective of the filing phase of the proposed one-
semester business practice course is to give the students an acquaint-
anceship knowledge of alphabetic, numeric, geographic, and subject filing 
and to enable them to acquire sufficient operational skill to meet 
satisfactorily typical office requirements. 
The rotation approach of instruction is recommended for use on 
the printing and rotary calculators, 10-key adding machi ne, bookkeeping 
posting machines, and the voice writing equipment. This pl an of instruc-
tion requires less equipment and in this way minimizes equipment costs 
for the one-semester and the two-semester courses. This approach also 
enables the instructor to provide more adequately for individual differ-
ences of students as it permits more individualized instruction. 
It is recommended that two of the fourteen weeks allocated for 
machine training in the one-semester course be utilized in familiarizing 
the students with voice writing equipment. Very little time is required 
to acquaint the student with the operational techniques of any one of 
the several types of machines available for i nstructional purposes. 
Most of the allotted two weeks can be devoted to the development of 
coordinated skills in listening, pedal operation, and typing simultane-
ously. These coordinated skills are readily transferable from one type 
of voice writing equipment to other types of machines. 
Acquaintance knowledge of the various techniques used in t he 
operation of printing and rotary calculators, full key-board adding 
TABLE VIII 
ONE-SEMESI'ER BUSINESS PRACTICE COURSE 
Training Areas 
Filing. • • • • 
Voice Machine •• 
Rotary Calculator 
Spirit Duplicator ••• 
Printing Calculator •• 
10-Key Adding Machine 
*Bookkeeping-Posting Machine ••• 
. . . . 










*Includes one week of instructions on full-keyboard adding machine. 
machines, bookkeeping-posting, and ten-key adding machines and the 
development of reasonable accuracy and facility in the performance of 
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the basic activities of adding, subtracting, multiplying, and dividing 
on these machines are the recommended objectives for these phases of 
the one-semester course. The time suggested for instructi on on each 
machine is commensurate with the complexity of the machine and its rela-
tive importance in business offices. The techniques of operating a full 
keyboard adding machine are recommended to be covered on the bookkeeping-
posting machine. This plan eliminates duplication of machines and 
appreciably cuts the equipment costs for the course. 
A study was made of t he cost of providing the desired i nstruction 
through the use of both rental and ownership of essential equipment. 
The first step of this cost study was to construct a questionnaire that 
would give comparable figures of the cost of owning and renting com-
petitive models of machines t hat would adequately meet instructi onal 
requirements (See Appendix D). The second step was to submit t hese 
questionnaires to twenty-two firms that rent, sell, and service machines 
to schools in Central and Western Kansas (See Appendix E). The third 
step was to compile the information contained in the questionnaires 
returned by eleven of these firms to determine the cost of essential 
equipment for both one-semester and two-semester courses. The fourth 
step was to consult three local dealers to ascertain that the models of 
machines selected for inclusion in the cost calculations would adequately 
serve intended instructional purposes and that these machines were com-
petitive models. 
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The cost of providing equipment by the rental method was deter-
mined by multiplying the monthly rental figure of each type machine by 
the minimum number of months the machine would need to be available for 
instructional purposes. The owner of rental equipment maintains the 
equipment and replaces broken parts, so contingent costs for such pur-
poses need not be considered when the rental method is used. The costs 
of such supplies as master copies for duplicators, paper, adding machine 
tapes, and similar items are not included in any of the cost tables that 
follow. 
The annual cost of owning the various types of machines was much 
more difficult to compute as the dealers quoted different school prices 
and different trade-in values for used machines. The dealers also 
offered varying periods of free maintenance as well as different monthly 
rates for their maintenance contracts. The average annual cost was 
determined by subtracting the trade-in value at the end of five years 
from the initial school price and dividing this amount by five. The 
average annual maintenance cost was determined by adding the maintenance 
costs for the five years and dividing by five. If a firm offered three 
years free maintenance , the cost of maintenance for the fourth and fifth 
years were added and the result was divided by five. The average cost 
of owning the machines plus the average cost of maintaining them were 
then added to determine the average annual cost of providing essential 
equipment through the ownership method. In addition to this annual cost 
of equipment there are contingent risks of machine breakage, and loss by 
theft and fire. These contingent risks (costs) are not included iu the 
cost tables which follow. 
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Table IX reveals that it would cost the small high school $1.il6 .12 
(or $52 .01 per student per semester) to furnish through the rental method 
the equipment essential to service ei~ht students in the one-semester 
course. 'Ihe cost of supplying the same instruction facilities for eight 
students for one semester through the school ownership method is shown by 
Table X, page 38, to be $506 .87 (or $63 .36 per student per semester) . 
These tables indicate that it is less expensive by $90.75 to furnish the 
essential machines by the rental method rather than through school owner-
ship of the machines. 
The cost of supplying essential equiument to service a class of 
sixteen students in the uroposed one-semester course is shown in Table 
XI, page 39, to be $82h.hli. (or $51 . 53 per student per semester) through 
the rental method. Table XII, page 40, reveals that the cost of suuply-
ing essential equipment to service sixteen students in the one-semester 
course is $985 .hh (or $61 .59 per student ner semester) through school 
ownership of the equiument. A comparison of these t wo tables indicates 
that it would be $161 .00 cheaper to suuply the essential equipment by 
the rental method than by the school ownership method. 
One advantage of owning machines is that the machines are always 
available t o take care of the inescapable contingencies of extensive 
students absences, unusual interruntions in school programs, and the 
transferring in of students during the course of a semester. If student 
failed to receive instruction on a rented machine because of long illness, 
interrupted school programs, or because of having moved into the community 
during a semester, he would either miss getting the instruction entirely 
or the school would have to rent the equipment for additional time. 
TABLE IX 
RENT AL COSI' OF MACHINES FOR A UNIT OF EIGHT 
Sl'UDENTS IN A ONE-SEMESTER COURSE 
Rental Number of Number of 
Machines Cost Per Machines Months 
Month Necessary Necessary 
To Rent To Rent 
Voice Machine • . . . . . . . $ 7.58 1 4 
Rotary Calculator 22.50 2 4 
Spirit Duplicator. 7.80 1 1 
10-Key Adding :Machine. 10.00 1 4 
*Bookkeeping-Posting Machine. 11.00 2 4 














*Includes one week of instructions on full key-board adding 
machine. 
TABLE X 
ONE-SEMEsrER cosr OF OWNING MACHINES FOR A UNIT OF EIGHT 
Amount of Service Annual Net Number of Total Cost 
Machines School Resale Value Depreciation Contract Cost Per Machines of Owning 
Price In 5 Years Per Year Per Year Machine Necessary F..a.ch Required 
To Own Machine 
10-Key Adding 
Machine • . . $315 .oo $160.00 $31.00 $10000 $Lfl.00 1 $ 41.00 
Voice Machine. 189.50 94. 75 18095 5.00 23 .95 1 23 .95 
Rotary Calculator • 695 .oo 347 .50 69.50 47.00 116.50 2 233.00 
Spirit Duplicator. 223.00 111.50 22.30 6.oo 28.30 1 28.30 
i~Bookkeeping-Posting 
Machine. . . . . 326.25 184.44 28.36 30.80 59.16 2 118.32 
Printing Calculator 481.50 250.00 46 .. 30 16.00 62.30 1 62.30 
Total Cost $506.87 
*Includes instruction on full key-board adding machine. 
TABLE XI 
RENT AL cosr OF MACHINES FOR A UNIT OF SIXTEEN 
srUDENT S IN A ONE-SEMESTER COURSE 
Rental Number of Number of 
Machines Cost Per Machines Months 
Month Necessary Necessary 
To Rent To Rent 
Voice Machine. . . . $ 7.58 2 4 
Rotary Calculator. . 22.50 4 4 
Spirit Duplicator. . 7.80 1 1 
10-Key Adding Machine. . . 10.00 2 4 
*Bookkeeping-Posting Machine 11.00 4 4 














*Includes one week of instruction on full key-board adding 
machineo 
TABLE XII 
ONE-S:El1ESI'ER cosr OF OWNING MACHINES FOR A UNIT OF SIXTEEN 
Amount of Service Annual Net Number of Total Cost 
Machines School Resale Value Depreciation Contract Cost Per Machines of Owning 
Price In 5 Years Per Year Per Year Machine Necessary Required 
To Own Machines 
10-Key Adding 
Machine. . . . $315 .oo $160000 $31.00 $10.00 $ 41.00 2 $ 82.00 
Voice Machine • 189.50 94.75 18.95 5.oo 23.95 2 47090 
Rotary Calculator • 695 .oo 347.50 69.50 47.00 116.50 4 466.00 
*Book.keeping-Posting 
Machine. . . . . . 326.25 184.44 28036 30.80 59.16 4 236.64 
Spirit Duplicator • 223.00 111.50 22.30 6.oo 28.JO 1 28.30 
Printing Calculator 481.50 250.00 46.JO 16.00 62.30 2 124.60 
Total Cost $985 .44 
*Includes instruction on full key-board adding machine. 
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Another advantage of owning machines is that the machines are available 
throughout the year for use by the school administration, for use by 
faculty members, for use in other classes, and for use by students for 
practical applications and additional practice. Nearly every small high 
school has so many uses for duplicating equipment that this equipment is 
invariably school owned. The ownership of the duplicator and of one each 
of the ten-key adding machines, rotary calculators, printing calculators, 
bookkeeping-posting machines, and voice writing machines is $331.21. 
The combination of owning and renting the machines would add only $49.09 
to the cost of supplying the same equipment through the rental plan. 
The combination of ownership of one of each type machine and the 
rental of additional essential machines affords practically all the advan-
tages associated with school ownership of all the equipment and yet takes 
advantage of most of the savings available through a rental plan. The 
cost of the essential equipment to service eight students for a one-
semester course by means of the ccillbination ownership and rental plan 
would be $465.21, while the cost of servicing sixteen students for the 
one-semester course by this combination plan would be $873.53. The com-
bination of owning one piece of each equipment and renting the rest adds 
only $49.09 to the cost of supplying the same equipment by the rental 
method. 
The manner in which eight students are to rotate in the one-
semester course on the voice machine, rotary calculator, printing calcu-
lator, 10-key adding machine, bookkeeping-posting machine and for filing 
is shown in Table XIII. This same information is shown in Table XIV, 
page 43, for a class of sixteen. 
TABLE XIII 
SCHEDULE OF ROTATION FOR EIGHT srUDENTS IN THE PROPOSED ONF.-SEMEsrER COURSE 
Training Areas Weeks the Students Rotate in Each Area 
1 2 3 l 5 6 7 8 g 10 11 12 13 lL. 15 16 
Filing 8 8 5 5 2 2 7 7 4 4 1 1 6 6 .3 .3 
Voice Machine 6 6 7 7 8 8 1 1 2 2 .3 3 4 4 5 5 
Rotary Calculator 1 
1 1 1 J 3 3 3 5 5 5 5 7 7 7 7 
2 2 2 2 4 4 4 4 6 6 6 6 8 8 8 8 
Printing Calculator 7 7 8 8 1 1 2 2 3 3 4 4 5 5 6 6 
Bookkeeping-Posting Machine .3 J 3 3 5 5 5 5 7 7 7 7 1 1 1 1 
4 4 4 4 6 6 6 6 8 8 8 8 2 2 2 2 
10-Key Adding Machine 5 5 6 6 7 7 8 8 1 1 2 2 3 3 4 4 
TABLE XIV 
SCHEDULE OF ROTATION FOR SIXTEEN STUDENTS IN THE PROPOSED ONE-SJ.iMESI'ER COURSE 
Training Areas Weeks students are Rotated in F.a.ch Area 
1 2 J 4 5 6 7 8 9 10 11 12 lJ 14 15 16 
Filing 15 15 9 9 J J lJ 13 7 7 1 1 11 11 5 5 
16 16 10 10 4 4 14 14 8 8 2 2 12 12 6 6 
Voice Machine 11 11 lJ lJ 15 15 1 1 J J 5 5 7 7 9 9 
12 12 14 14 16 16 2 2 4 4 6 6 8 8 10 10 
1-2 1-2 1-2 1-2 5-6 5-6 5-6 5-6 9 9 9 9 13 lJ 13 13 Rotary Calculator 10 10 10 10 14 14 14 14 
J-4 3-4 3-4 3-4 7-8 7-8 7-8 7-8 
11 11 11 11 15 15 15 15 
12 12 12 12 16 16 16 16 
Printing Calculator 13 13 15 15 1 1 3 J 5 5 7 7 9 9 11 11 
14 14 16 16 2 2 4 4 6 6 8 8 10 10 12 12 
10-Key Adding Machine 9 9 11 11 13 13 15 15 1 1 3 3 5 5 7 7 
10 10 12 12 14 14 16 16 2 2 4 4 6 6 8 8 
5 5 5 5 9 9 9 9 13 13 13 lJ 1 1 1 1 
Bookkeeping-Posting Machine 6 6 6 6 10 10 10 10 14 14 14 14 2 2 2 2 
7 7 7 7 11 11 11 11 15 15 15 15 J J J J 
8 8 8 8 12 12 12 12 16 16 16 16 4 4 4 4 
CHAPI'ER V 
A PROPOSED TWO-SEMESTER BUSINESS PRACTICE COURSE 
The secondary schools in Kansas are allowed by school law 
to offer either one or two units for a course in the nature of office 
practice or secretarial training. Whether a student is eligible for 
credit of one or two units depends on the number of hours attributed to 
training in this area during the school year. It is recommended that 
the instructions in the proposed two-semester business practice course 
be taught five hours per week so that the students would receive the 
required training ti.me for credit of one unit. 
The training areas which are recommended for inclusion in the 
two-semester course are filing, voice writing, duplication, business 
composition, income tax record keeping , office machines, and de sirable 
features of advanced typing. The number of training weeks suggested 
for each of these areas is set forth i n Table X:V. Filing, duplication, 
business composition, and income t ax record keeping are the training 
areas in which the battery approach of instructions is recommended for 
use. The rotat ion approach of instructions is suggested to be used in 
the twenty-four weeks allocated to office machines, voice writing equip-
ment, and the desirable features of advanced typing. As indicated in 
Table X:V, thirty-four weeks are designated for instructions in the pro-
posed two-semester course. Two weeks of the two-semester course should 
be utilized in organizing the class, individual and group instructions, 
visual aids, and for outside speakers during certain phases of the 
course. 
TABLE XV 
TRAINING AREAS RECOMMENDED FOR THE TWO-SEMESTER BUSINESS PRACTICE COURSE 
Training Areas 
Filing. • • • • • 
Income Taxes. 
Voice Writing •• 
Rotary Calculator •• 
Spirit Duplicator. 
Printing Calculator •• 
Business Composition •• 




Features of Advanced Typing. 
Recommended Training Weeks In Each Area 











*Includes one week of instructions on full key-board adding 
machine. 
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Procedures which were recommended for filing, voice writing, 
duplication, and other office machines in Chapter IV are fundamentally 
the same in t he two-semester course. The major dif ference in the instruc-
tion of filing is that of increasing the training weeks from two to three 
weeks. This additional time allotted for filing should be applied to the 
coverage of a filing practice set. 
During t he office machine phase of the proposed two-semester 
course the students have been assigned longer periods of time to train 
on the rotary calculator, printing calculator, and the bookkeeping-
posting machine as compared to t he other machines. It is t he consensus 
of business educators that students should be provided extra time while 
learning the operational techniques of the aforementioned machines, 
since they are considered more complex than the other recommended 
machines. 
The training on the bookkeeping-posting machine is so arranged as 
to include coverage of the technique~ and procedures of full key-board 
adding machine operation in the two-semester course. The incorporation 
of these two training areas on the same machine, t he bookkeeping-
posting machine, minimize the school cost of providing machines for this 
training. 
The emphasis placed on income tax record keeping in t he proposed 
two-semester business practice course may depend in large measure upon 
the recognition being provided for this instruction in bookkeeping or 
general business classes. In those situations where record keeping for 
income taxes is already being adequately provided, it is recommended 
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that the time designated for this instruction be utilized in expanding 
other essential training areas. A variety of income tax forms should 
be secured and placed at the students disposal for study and use. The 
tax form for personal income, small business, and farm income can be 
secured free from local banks and agencies of the federal government, 
and it is recommended that they be used in presenting this phase of the 
course. 
Four weeks are allocated to business composition in the two-
semester course. This time provides the students an opportunity to 
develop their ability to express themselves through various tYPes of 
business communications. Letter writing, answering routine incoming 
mail, completing personal data sheets, and making application for posi-
tions are some of the areas which should be covered. 
The rotation method of instruction is recommended for use in the 
six weeks assigned for features of advanced typewriting in order to 
increase the flexibility of the course. In addition, this plan is 
intended to aid both the low-ability and high-ability students, as it 
permits students to advance on an individual basis to new training areas 
as they complete assignments outlined for each training area. The more 
capable students should be expected to con:plete "bonus" problems in 
each training area and to participate in additional training areas. 
The cost study which was made to determine the expenses involved 
in providing essential equipment, either through owning or renting, in 
the one-semester course has been expanded to determine the amount of 
funds which would be necessary to provide essential equipment for the 
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proposed two-semester course. Inasmuch as provision has already been 
made in all small high schools for an adequate number of typewriters to 
meet the equipment needs of the advanced typewriting phase of the pro-
posed two-semester business practice course, no typewriter costs are 
included in the cost figures set forth in Tables XVI, XVII XVIII, and 
XIX. 
Table XVI shows that it would cost the small high school $508.28 
(or $63.54 per student) to supply the necessary equipment to service 
eight students in the two-semester course through the rental method. 
The expense of furnishing the same instruct~on facilities for eight 
students for two semesters through the school ownership method is shown 
in Table XVII, page 50, to be $506.87 (or $63.36 per student). These 
tables reveal that it would be cheaper by the immaterial sum of $1.41 
to furnish the essential machines by the ownership method rather than 
through renting the machines. 
The cost of supplying through the rental method the necessary 
equipment to service a class of sixteen students in t he proposed two-
semester course is shown in Table XVIII, page 51, to be $1008.76 (or 
$63.05 per student). Table XIX, page 52, shows that the cost of 
supplying through the school ownership method the essential equipment 
to service sixteen students in the two-semester course to be $868.94 
(or $54.Jl per student). The comparison of these two Tables show that 
it would be $139.82 less expensive for the small high school to supply 
the necessary equipment through the school ownership methoda 
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TABLE XVI 
TWO-SEMEsrER RENTAL COST FOR A UNIT OF EIGHT 
Machines Rental Cost Number of Number of Total Cost 
Per Month Machines Months of Renting 
Necessary Necessary Required 
To Rent To Rent :Machines 
Voice Machine. . . . . $ 7.58 1 6 $ 45.48 
Rotary Calculator. 22.50 1 6 
1 2 180.00 
Spirit Duplicator. . . 7.80 1 1 7.80 
*Bookkeeping-Posting 1 6 
Machine. . . . . . 0 11.00 1 4 110.00 
Printing Calculator. . 17.50 1 6 105 .oo 
10-Key Adding 
Machine. . . . . . . 10.00 1 6 60.00 
$508.28 
*Includes instruction on full key-board adding machine. 
TABLE XVII 
TWO-SEMESTER cosr OF OWNING MACHINES FOR A UNIT OF EIGHT 
Machines School Resale Value Amount of Service Annual Net Number of 
Price In 5 Years Depreciation Contract Cost Per Machines 
Per Year Per Year Machine Necessary 
To Own 
10-Keh Adding 
Mac ine ••• . . • $315 .oo $160.00 $31.00 $10.00 $ 41.00 1 
Voice Machine. . 189050 94.75 18.95 5.00 23.95 1 
Rotary Calculator. . 695 .oo 347 050 69050 47.00 116.50 2 
Spirit Duplicator. . 223.00 111.50 22.30 6.oo 28.30 1 
*Bookkeeping-Posting 
Machine. . . . . . 326.25 184.44 28.36 30.80 59.16 2 
Printing Calculator. 481.50 250.00 46.30 16.00 62.30 1 
Total Cost 
















TWO-SEMEsrER RENT AL COST FOR A UNIT OF SIXTEEN 
Machines Rental Cost Number of Number of Total Cost 
Per Month Machines Months of Renting 
Necessary Necessary Required 
To Rent To Rent Machines 
Voice Machine. . . $ 7.58 2 6 $ 90.96 
Rotary Calculator. . . 22.50 2 6 
2 2 360.00 
Spirit Duplicator. . . 7.80 1 1 7. 80 
*Bookkeeping-Posting 2 6 
Macnine. . . . . . . 11.00 2 4 220.00 
Printing Calculator. . 17.50 2 6 210.00 
10-Key Adding Machine. 10.00 2 6 120.00 
Total Cost $1008.76 
*Includes instructions on full key-board adding machineo 
TABLE XIX 
TWO-SEMESTER COST OF OWNING MACHINES FOR A UNIT OF SIXTEEN 
Machines School Resale Value Amount of Service Annual Net Number of Total Cost 
Price In 5 Years Depreciation Contract Cost Per Machines of Owning 
Per Year Per Year Machine Necessary Required 
To Own Machines 
10-Key Adding 
Machine. . . . . . $315.oo $160.00 $31.00 $10.00 $ 41000 2 $ 82.00 
Voice Machine. . 189.50 94.75 18.95 5.00 23 .95 2 47.90 
Rotary Calculator. . 695 .oo 347 .50 69.50 47.00 116.50 3 349050 
Spirit Duplicator. . 223.00 111.50 22.JO 6.00 28.30 1 28.30 
*Bookkeeping-Posting 
Machine. . . . . . 326.25 184.44 28.36 30.80 59.16 4 236.64 
Printing Calculator. 481.50 250000 46.JO 16.00 62.30 2 124.60 
Total Cost $868.94 
*Includes instructions on full key-board adding machine. 
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The combination of ownership of one of each type machine and the 
rental of additional machines for a unit of eight students in the two-
semester course would be $88.07 cheaper for the small high school than 
to rent all the machines. Comparing the combination method with the 
school ownership method shows that it is $86.66 cheaper to own one and 
rent the rest than it is to own all the machines. 
By comparing the rental with the combination method of installing 
the essential machines for sixteen students in the two-semester course, 
the cost study reveals that it is $88.07 cheaper to own one and rent 
the rest than it is to rent all of the machines. The comparison of the 
school ownership method with the combination method shows that it would 
be $51.75 less expensive for the small high school to own all the machines 
for a unit of sixteen students in t he two-semester course than to use the 
combination method. 
The information which evolved from the cost study i iidicates that 
in t hose schools where the enrollmen·L in the proposed two-semester course 
would be fewer than sixteen, it would be less expensive for the schools 
to use the combination of ownership of one of each type of machine and 
the rental of the additional essential machines. On the other hand, the 
study indicates that it would be cheaper for schools which would have 
an enrollment of sixteen or more students in the course to own all of 
the machines. 
The procedure by which eight students are to rotate in the two-
semester course on the voice machine, 10-key adding machine, rotary and 
printing calculators, bookkeeping-posting machine, and typewriters is 
54 
shown in Table XX. The rotation procedure for sixteen students i n t he 
two-semester course that can be used with t he rental or combinat i on 
methods of providing equi pment is set forth in Table XXI, page 56. If 
the school owns all the equipment an economy can be effected by providing 
only three rotary calculators. The rotation procedure f or the complete 
ownership method is set forth in Table XXII, page 57. 
TABLE XX 
SCHEDULE OF ROTAT ION FOR A UNIT OF EIGHT IN THE TWO-SEMESTER COURSE 
Machine Weeks Students Rotate In Each Area 
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 
Voice Writing 1 1 1 2 2 2 3 3 3 4 4 4 5 5 5 6 6 6 7 7 Machine 
10-Key Adding 2 2 2 1 1 1 4 4 4 Machine 5 5 5 6 6 6 7 7 7 8 8 
Rotary 3 3 3 3 7 7 7 7 1 1 1 1 2 2 2 2 5 5 5 5 
Calculator 4 4 4 4 8 8 8 8 
Printing 6 6 5 5 4 3 1 6 2 2 8 7 7 7 8 8 1 1 2 3 Calculator 
Bookkeeping- 8 8 8 8 5 5 5 5 6 6 6 6 1 1 1 1 4 4 4 4 Posting 5 7 7 6 3 4 2 1 7 7 7 8 3 3 3 3 Machine 
Features of 7 5 6 7 6 6 6 2 5 .3 2 2 4 4 4 4 2 2 1 1 
Advanced 8 8 3 3 8 8 7 5 .3 .3 3 2 































SCHEDULE OF ROTATION FOR A UNIT OF SIXTEEN IN THE TWO-SEMESI'ER COURSE 
Machine Weeks Students Rotate In F.a.ch Area 
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 
Voice Writing 1 1 1 2 2 2 3 3 3 4 4 4 5 5 5 6 6 6 7 7 7 8 8 8 
Machine 9 9 9 10 10 10 11 11 11 12 12 12 1.3 13 13 14 14 14 15 15 15 16 16 16 
10-Key Adding 2 2 2 1 1 1 4 4 4 5 5 5 6 6 6 7 7 7 8 8 8 3 3 3 
Machine 10 10 10 9 9 9 12 12 12 1J 13 1.3 14 14 14 15 15 15 16 16 16 11 11 11 
3 3 3 3 7 7 7 7 1 1 1 1 2 2 2 2 5 5 5 5 6 6 6 6 
Rotary 4 4 4 4 8 8 8 8 9 9 9 9 10 10 10 10 lJ 13 1J 1J 14 14 14 14 
Calculator 12 12 12 12 16 16 16 16 
11 11 11 11 15 15 15 15 
Printing 6 6 5 5 4 3 1 6 2 2 8 7 7 7 8 8 1 1 2 3 3 5 4 4 
Calculator 14 14 1.3 13 12 11 9 14 10 10 16 15 15 15 16 16 9 9 10 11 11 13 12 12 
Bookkeeping- 8 8 8 8 5 5 5 5 6 6 6 6 1 1 1 1 4 4 4 4 2 2 2 2 
Posting 5 7 7 6 3 4 2 1 7 7 7 8 3 3 3 3 12 12 12 12 10 10 10 10 
Machine 1.3 15 15 14 13 13 13 13 14 14 14 14 9 9 9 9 
16 16 16 16 11 12 10 9 15 15 15 16 11 11 11 11 
7 5 6 7 6 6 6 2 5 3 2 2 4 4 4 2 2 1 1 1 1 1 1 Features of 15 13 14 15 14 14 14 10 8 8 3 3 8 7 5 3 3 3 2 4 4 5 5 
Advanced 13 11 10 10 12 12 12 12 8 8 6 6 5 7 7 7 
Typing lt 16 ll 11 16 16 15 13 10 10 9 9 9 9 9 9 
11 11 11 10 12 12 13 13 
16 16 14 14 13 15 15 15 
TABLE XXII 
ROTATION PROCEDURE FOR THE COMPLEI'E OWNERSHIP MEI'HOD WITH SIXTEEN STUDENTS IN THE TWO- S»1:ESTER COURSE 
Machine 
1 2 .3 4 5 6 7 8 9 
Voice Writing 1 1 1 2 2 2 .3 .3 .3 
Machine 9 9 9 10 10 10 11 11 11 
10-Key Adding 2 2 2 1 1 1 4 4 4 
Machine 10 10 10 9 9 9 12 12 12 
Rotary 3 .3 .3 3 7 7 7 7 1 
Calculator 4 4 4 4 8 8 8 8 9 
12 12 12 12 16 16 16 16 15 
Printing 6 6 5 5 4 3 1 6 2 
Calculator 11 11 14 15 15 15 14 14 10 
Bookkeeping- 5 7 7 6 3 4 2 1 6 
Posting 8 8 8 8 5 5 5 5 7 
Machine 13 15 15 14 11 12 10 ) 14 
16 16 16 16 13 1.3 13 1.3 16 
7 5 6 7 6 6 6 2 5 
Features of 14 1.3 11 11 12 11 9 10 8 
Advanced 15 14 13 1.3 14 14 15 15 13 
Typing 
Weeks students Rotate In F.a.ch Area 
10 11 12 1.3 14 15 16 17 18 
4 4 4 5 5 5 6 6 6 
12 12 12 1.3 1.3 1.3 14 14 14 
5 5 5 6 6 6 7 7 7 
13 13 13 14 14 14 15 15 15 
1 1 1 2 2 2 2 5 5 
9 9 9 10 10 10 10 1.3 1.3 
15 15 15 11 11 
2 8 7 7 7 8 8 1 1 
10 10 11 12 12 12 16 16 16 
6 6 6 1 1 1 1 4 4 
7 7 8 3 .3 3 3 12 12 
11 11 9 9 9 9 
14 14 14 11 11 
.3 2 2 4 4 4 4 2 2 
8 3 .3 8 8 7 5 3 3 
16 16 16 16 16 15 12 9 9 
10 15 15 11 11 8 8 
16 1.3 10 10 
19 20 21 
7 7 7 
15 15 15 
8 8 8 
16 16 16 
5 5 6 
1.3 1.3 14 
11 11 
2 .3 3 
9 9 9 
4 4 2 
12 12 10 
1 1 1 
3 2 4 
10 10 11 
6 6 5 







































SUMMARY, CONCLUSIONS AND RECOMMENDATIONS 
The quantity and quality of office and clerical training being 
provided small-school students has been a major issue in business edu-
cation during the past twenty years. This study has been concerned with 
comparing the views of business educators and businessmen on this issue 
and with the construction of a one-semester and a two-semester course 
in business practices that would enable the small high schools in 
Kansas to provide the training that the study determined was desired 
and essential. 
I. SUMMARY 
The evaluations and recommendations which were derived from the 
survey of literature relating to office and clerical training in small 
high schools revealed that both business educators and businessmen 
agree that the type of training being offered students in small high 
schools is inadequate. It was the consensus of these people that 
advanced typing should be revised to include training on filing, office 
machines, office procedures, business English, and machine transcrip-
tion. 
Ninety-six per cent of the small high school business teachers 
participating in the opinion survey stated they were in favor of chang-
ing the second-year typing course to include instructions in filing, 
voice writing, office machines, business composition, and income tax 
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record keeping while retaining some essential features of advanced t.YP-
ing. The rotation plan of instructions was recommended for the office 
machine phase of the course by a majority of these teachers. The 
teacher survey revealed that there were differences of opinion as to 
whether it was cheaper to rent or own the equipment essential for desired 
training. It was deemed advisable that a cost study be conducted to 
determine the approximate expense involved in supplying essential equip-
ment by owning, by renting, or by a combination of owning and renting. 
The cost study reveals that it would be slightly cheaper for the 
small high school to rent t he machines for a one-semester course to ser-
vice eight or sixteen students. However, the convenience and utility of 
owning one each of the various machi nes included in the instruction pro-
gram is so significant and the additional cost of $49.09 involved is so 
small that it is recommended that the school use the combination owner-
ship and rental plan for these two courses. The cost study further indi-
cates that for the two-semester course servi cing both eight and sixteen 
students, it would be $88.07 cheaper to use the combination method rather 
than renting. Comparing the combination method with the school ownership 
method for eight students the study shows that it would be $86.66 cheaper 
to use the combination rental and ownership method. However, for the 
two-semester course servicing sixteen students it would be $51.75 cheaper 
to supply the essential equipment through the school ownership method. 
II. CONCLUSIONS AND RECOMMENDATIONS 
The following conclusions have been drawn from the related liter-
ature, from the findings of the opinion survey of business teachers, and 
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from the cost study relating to the costs of ~roviding equipment for the 
recommended training. 
1. The study of related literature and the opinion survey of 
business teachers in small high schools revealed that these two groups, 
business educators and businessmen, agree t hat second-year typewriting 
courses in the small high school should be revised to include training 
in office techniques and procedures. 
It is recommended that these two groups, business educators and 
businessmen, cooperatively strive to increase the amount of office and 
clerical training in t he small high schools. It is further recommended 
that the proposed business practice course be adopted wherever feasible 
as a means of i mplementing the desired training. 
2. The study which was conducted to determine the costs of pro-
viding the essential office machines indicated that there would not be 
a significant amount of difference in the cost either through owning 
or renting the machines. Therefore, it is ecommended that the small-
school own a 10-key adding machine, a voice writing machine, a spirit 
duplicator, a rotary calculator, a printing calculator, and a bookkeeping-
posting machine in order that these machines will be available the year 
around for administrative use, for use by students who wish to devote 
additional time to machine training or for make-up work, and for use in 
other classes. 
J. Due to the dynamic changes in our economic system, and the 
advancement in modern office procedures and techniques, it is recommended 
that a follow-up study be conducted in this area of the small high school 
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every five years. It is also suggested that where the course proposed 
in this study is adopted in whole or in part a follow-up study should 
be made to evaluate its strengths and wealmesses. The results of such 
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Teachers Opinion Questionnaire 
Name ----=~-----------------------------First Middle Last 
Name of School -----------------------------
Location of School _________________________ _ 
City County State 
What courses are be~ng taught in your present business curriculum? 
Have you considered modifying your present offering? Yes ___ No ___ _ 
Do you think second yea:r typewriting should be revised to i nclude some 
work in filing, voice writ i ng, office machines, busi ness composition, 
record keeping of income truces, and some of the desired features of ad-
vanced typewriting? Yes ____ No ___ _ 
If only one yea:r of tYPing is presently being offered in your school, 
would you favor a course consisting of f i ling, voice writing, office 
machines, business composition, record keeping of incor e taxes, and some 
of the desired features of advanced tYPewriting? Yes ____ No ___ _ 
If a combined course such as suggested above were included in your curri-
culum, indicate which of the following trai1ing a:reas you would want to 
include, the number of weeks you would devote to each area in a one 
semester course, and the number of weeks you would want to devote to 
each area if the course ran for two semesters. 
Filing ••••.••••••••••••••••• 
Voice Writing ••••••••••••••• 
Office Machines ••••••••••••• 
Business Composition •••••••• 
Income True Record Keeping ••• 
Features of Advanced Typing. 
Training 
Areas 
Number of Weeks 
One-Semester 
Course 
Number of Weeks 
Two-Semester 
Course 
Which of these areas 
How many weeks would 
of filing do you feel important enough to be included'] 
you want to spend on each? 
Subject ••••.•••••••••••••• o 
Alphabet •.•..•.........•••• 




Number of Weeks 
One-Semester 
Course 
Number of Weeks 
Two-Semester 
Course 
Which are the minimal machines that you think should be offered in the 
office machine instructions? What would be the number of weeks of 
instructions you would want to devote on each? 
1O-Key Adding •••••••••••••• 
Rotary Calculator •••••••••• 
Print i ng Calculator •••••••• 
Punch Key Calculator ••••••• 




Number of Weeks 
One-Semester 
Course 
Number of Weeks 
Two-Semester 
Course 
Which approach would you prefer in machine instructions Battery __ or 
Rotation_? 
If costs were comparable, would you prefer to own __ or rent __ the 
machines? 
In the teaching of business composition, indicate which of the following 
you would want to include and the number of weeks you would want to devote 
to each. 
Sales Letter ••••••••••••••• o 
Personal Data ••••••••••••••• 
Collection Letter ••••••••••• 
Letter of Application ••••••• 




Number of Weeks 
One-Semester 
Course 
Number of weeks 
T"1o-Semester 
Course 
With regard to unit of instructions of income taxes, which of these areas 
do you feel important enough to be included? What would be the minimal 
number of weeks you would want to spend on each? 
Farm..• •••• •. •. • • ••••••• • • • • 
Individual ••••••••••••••••• 
&!all Business ••••••••••.•• 
Training 
Areas 
Number of Weeks 
One-Semester 
Course 
Number of Weeks 
Two-Semester 
Course 
Which features of second year tYPing would you include? Indicate the 
number of weeks to be devoted to each? 
Tabulation ••••••••••••••••• 
Legal Forms ••••••.••••••••• 
Invoices • ................. o 
Duplication •••••••••••••••• 
Other • ..................... 
Training 
Areas 





Mr. Raymond Schulte 
Victoria High School 
Victoria., Kansas 
Reba Mae Johnston 
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PARTICIPATDJG SCHOOLS 




Holyrood Rural High School Miss furothy Sue Kaylor 
Holyrood, Kansas Ellis High School 
Ellis, Kansas 
Miss Edna Bengston 
Ellsworth High School 
Ellsworth, Kansas 
Mr. Melvin Bollinger 
Hill City High School 
Hill City, Kansas 
Mr. Charles W. Stahl 
Paradise High School 
Paradise, Kansas 
Mr. funovan Williams 
Natoma High School 
N2toma, Kansas 
Mr. Leroy Worlanan 
Bogue High School 
Bogue, Kansas 
Mr. Gerald Goetz 
Wilson Iti.gh School 
Wilson, Kansas 
Miss Sharon V. Shineman 
Trego Conmrunity High School 
Wakeeney, Kansas 
Mr. Glen Feil 
Ibrrance High School 
Ibrrance, Kansas 
Miss Irma Oswald 
Gorham, Kansas 
Mr. Bruce Sieman 
Lorraine High School 
Iorraine, Kansas 
Mr. Bill Saip 
Buston High School 
Buston, Kansas 
Mrs. Opal Palmateer 
Claflin fural High School 
Claflin, Kansas 
Mr. Kenneth Harsha 
Otis High School 
Otis, Kansas 
Mrs. Ihlores Pokomy 
La Crosse High School 
La Crosse, Kansas 
Miss Pearl Conway 
Codell Hi~h School 
Codell, Kansas 
Mr . Everett Gouldie 
Alton High School 
.Alton, Kansas 
Mrs. Velda Reh 
Plainville High School 
Plainville, KansdS 
Miss Ethel Bowen 
Osborne High School 
Osborne, Kansas 
Mr . Ernest McClain 
WJodston High School 
Woodston, Kansas 
Mr • .Albert Schuler , Jr. 
Waldo High School 
Waldo, Kansas 
Mr. William Wilson 
Luray High School 
Luray, Kansas 
Mrs. Dolores Pokorny 
La Crosse High School 
La Crosse, Kansas 





March 5, 1962 
As part of my graduate program at Fort Hays Kansas State College, I am 
conducting a study which consists of proposing a new course for the 
business curriculum in the small high school. Therefore, it is 
necessary that I contact some of the experienced business teachers in 
the area, in order that I may obtain first-hand information for this 
study. 
May I contact you for an interview with regards to the enclosed ques-
tionnaire? 
Since I am uncertain as to the time for travel and interviewing, would 
it be permissible that I make a tentative appointment with you on 
March 16th or 17th? 
I hope that you will use the enclosed self-addressed postcard immedi-
ately to let me know whether I may have an interview with you. 
Sincerely yours, 
Joseph C. Chism 
Enclosures 
BUSINESS MACHINES cosr SCHEDULE FOR SCHOOLS 
Probable Service Months Rental Cost 
Resale Value Contract Free Service by month 
Machine Descrintion School Price In 5 Years Per Year or week 
1O-Key Adding Machine 
Name: 
Model: 
Full Key-board .Adding Machine 
Name: 
Model: 





















If you would like a duplicated report of this study please i ndicate YES ___ NO ___ _ 
APPENDIX E 
* 
Harmon Business Machines Company 
408 North Main 
Hutchinson, Kansas 
Thomas E. England 
2265 West 10th street 
Topeka, Kansas 
*Olivetti Corporation of America 
Department Y 
3 73 Park Avenue 
New York, N. Y. 
*:t-ionroe Calculating Machine 
Company, Inc. 
555 Mitchell 
Orange, New Jersey 
*Remington Rand Division 
Sperry Rank Corporation 
4th Avenue and 23rd 
New York, N. Y. 
*Friden Incorporated 
2352 Washington Avenue 
San Leandro, California 
Comptometer Corporation 
1720 North Pauline 
Chicago, Illinois 
*A. B. Dick Company 
5700 West Touby Avenue 
Chicago 48, Illinois 
standard Duplicating Machines Corp. 
Everett, Mass. 
Phillisburg Office achine 
Phillisburg, Kansas 
*Ditto Incorporated 
6808 McCormick Road 
Chicago 45, Illinois 
Farrington Business Machines Corp. 
1214 D Industrial Park 
New Bedford, Mass. 
General-Gilbert Corporation 
276 North Main street 
Winsted, Connecticut 
~'Northwestern Typewriter Company 
Hays, Kansas 
Mr. Ray Kastl 
312 West 12th 
Hays , Kansas 
*Mr. Rob rt Brady 
1 700 Vine street 
International Business achines Corp. Hays, Kansas 
500 Madison Avenue 
New York City, N. Y. *Salina Office Machine 
Underwood Corporation 
33rd and Park Avenue 
New York City, N. Y. 
Royal McBee Corporation 
700 Westchester Avenue 
Port Chester, N. Y. 




*Mr. Calvin Markwell 
Markwell stationery Company 
Hays, Kansas 
